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Saraswathi                                              
Objective












To create value for the company that offers professional growth while being resourceful, innovative and flexible which in turn helps to utilize, enhance my skills and abilities for the company.

Strengths


     









· Good knowledge and exposure to Management – Processes & People, Transaction Processing concepts from organization’s point of view.

· Good organizational, analytical, and interpersonal skills.

· Disciplined, dedicated and hardworking with an ability to adapt to changing work cultures and environment.

· Good knowledge of Microsoft Office.

· Good Computer skills.

· Hard working & punctuality

Work Experience











Sparsh BPO

Designation
   
:
CSR Executive

Worked   
            
:
5th Nov 2009 to 15th Feb 2010(4 Months)
CSR Executive 

· Operate our phone system; communicate over the phone with our customers.

· Proactively escalate and communicate call center technology issues to appropriate personnel

· Adequately respond to their comments, requests and problems.

· Proactively escalate and communicate customer issues to appropriate personnel/departments

· Contribute to constant improvement by sharing and implementing ideas with supervisors and other management staff and peers.

· Recognize your own strengths and developmental needs and take action to leverage developmental opportunities.

Shell Transource Pvt Ltd (Vertex Group of Company)
Designation
        
:
CSR Executive
Working  

:
15th May 2010 to 15th March 2011
Responsibilities:

· Operate our phone system; communicate over the phone with our customers.

· Proactively escalate and communicate call center technology issues to appropriate personnel

· Adequately respond to their comments, requests and problems.

· Proactively escalate and communicate customer issues to appropriate personnel/departments

· Contribute to constant improvement by sharing and implementing ideas with supervisors and other management staff and peers.

· Recognize your own strengths and developmental needs and take action to leverage developmental opportunities.

Silicon India Pvt Ltd. 
Designation
   
:
Business Development Executive

Worked   
            
:
13th April 2011 to 9th April 2012

Responsibilities:

1. Professionally and effectively employs sales skills to achieve targeted sales
2. Increase the level of sales and business mix from individual clients

3. Research and Database

4. Maintain an accurate and current database

5. Identify and develop sources of potential clients

6. Effectively communicate with clients to gain commitment to purchase

7. Maintain regular contact with Key Clients

IHS Inc.
Designation: Data Specialist 
Worked: 7th May 2012 to till date
Responsibilities:

1. Capturing data of Defense, Aerospace and Marine Companies.
2. Responsible for updates under Shipping, Defense, Aerospace and Government Directories.

3. Updating information in the Database received from the Customers.

4. Working on Oracle10g application.

5. Extensive Web search.

6. Maintaining given SLA’s (Service Level Agreements).

7. Also provided support to CI (Company Information) process.
8. Capturing financial data of the Companies.

9. Analyzing operational Data of Oil and Gas companies.

10. Worked on EID (Enterprise Information Database) Application.

Academic Qualification










B.Sc. – Science (PMCS)
PUC - Science (PCMB)

SSLC 

Technical Knowledge










MS WORD, MS EXCEL, POWER POINT, Database Management.
Other Interests











Listening, Music, Reading Books.
Personal Profile











· F
· Date of Birth

:
28th Nov 1986,

· Marital status  

:Unmarried,

· Languages known
:
English, Hindi, Kannada, Telugu
· Nationality 

:     
Indian, 
References












References will be furnished upon request.
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